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TOPICS FOR THIS PRESENTATION

How to view your Funding Commitment
Decision Letter (FCDL)

Review the E-rate forms that release funding to
applicants or make adjustments to amounts or
service dates:

Form 486 (Every recipient of funding has to file
one.)

Form 472 (BEAR form)
Form 498 (direct deposit information for BEAR)

Form 500
Service Substitution letter



DISCLAIMERS

These instructions represent my
unofficial interpretation of the
FCC’s E-rate rules and regulations.
Official guidance can come only
from the FCC and USAC.

USAC is working constantly to fix
technical problems and other
errors in both the E-rate
Productivity Center and in
training documents. What |
present today is correct to the
best of my knowledge, but what
you see in EPC may be different.



THE E-RATE PROCESS

) 2

July to
April
prior to
FY

28 da:-,rs

Form 471 Form 486 SPl or BEAR
Request Service Invoicing
Discounts Starts Methods

Feb July 1 July 1

To to of FY to

April June Oct 28

prior 30 of after FY

fo FY FY

Funding
Commitment
Decision Letter

Discounts applied
to bills or
reimbursed after




@ FUNDING COMMITMENTS
o




FUNDING COMMITMENTS IN EPC

sp/user 1@testmail usacorg

F Application Administrator <application.administrator@usactest.org>
Message Id 1463081924-1990003632337-sp/userl

EPC Notification - E-rate Funding Commitment Decision Letter (FCDL) available for SPIN: 143003990
Received Thu May 12 2016 15:38:44 GMT-0400 (Eastern Daylight Time

When your Form 471 has been reviewed,
you'll receive an email notice directing you
USAC to the E-rate Productivity Center to view your
e Funding Commitment Decision Letter (FDCL).

Hello

The Funding Commitment Decision Letter (FCDL) for the FCC Form 471 funding requests included in the most recent commitment wave
that featured Venizon (SPIN: 143003990) has been 1ssued. To view the FCDL, login to USAC's E-rate Productivity Center (EPC) by
clicking on the link below. From your landing page. navigate to the Notfication Center and click on Generate Notification If the
notification has already been generated, yvou will mnstead see a link thar says View Nonficauon. click on View Notification or navigate to
vour News Feed to view the FCDL details

Logmn to EPC R R
e e - Watch USAC'’s video on the Funding
f vou have questions. or Delieve that vou received tiy

(888) 203-8100 for assistance Commitment Decision Letter for applicants
found on this page:

Thank you http://www.usac.org/sl/about/outreach/vide
Universal Service Administrative Company os/FCC-Form-471-Funding-Commitment-
Decision-Letter-series.aspx
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GENERATE AND VIEW NOTIFICATIONS

My Landing Page In the Notifications section at the top of My

Landing Page, set the Notification Type to
FCDL and the Funding Year to 2016 to bring

USAC up a list of your library’s FCDLs.

Notifications
Notification Type FCIA v Status ©@ * A
Funding Year @ 2016 v > :
Numbae P
il ( [ ted B
COL M El
Col

fcol { In the far right column, click on Generate
Feol FCC Form 471 - 161002626 { Noftification, then View Notification to go to
Fcol 1 your Funding Commitment Decision Letter.

(8]
FCOL FCC Form 471 - 161002234 102016 cide con 272016 (10 PM EDT
=COI FCC Form 471 - 161002421 102016 cide con 220165 11 PM E(
FCDL FCC Form 471 . 161002429 S107201¢ ofde con SNM2016 215 PM EDY



FCDL ON THE NEWS FEED

E-Rate Productivity Center Thank you for your Funaing Year 2016 Appbcanon tor 5

US ﬁ C : 9 Inversal Service Support ana for any assistance you provided throughout our review

nis post contans your Fundng Commament Decision Letter for the FY 2016 FCC Form
471 Applicaton Number 16100 tor Cathy School - BEN 173 The attached csv file
CONTAINS NTOIManon about the committed status of the funding requests, and the FCD
Supplement contains acdmional important information The FCOL date s 5102016

All
Updates Pease open the csv file below for compiete detads about the commitments made for each
of the Funding Requests This fle can be opened in biny spreadsheet program To make
Kudos ¥ the mtormation easier to read, irst sekect the entire spreadshe

Participating

nd then expand all of the
Starred columns i the document (in Excel doudle cick on the divider between the column
headings, A B, etc)

We are 3iso sending this mformaton to your senice providers so that preparations can
beqm tor delivering services basad on the approved discount(s) aftter you file your FCC
Form 485 Recept of Service Confirmation Form

ne FCOL Supplement document provikies more mportant information inciuding steps for Th e FC D I- s U p ple m e ni.

appeaing USAC'S funding decisons

he *More Info” Ink below provides summary data about the commaments madae 10 your document Iinked in ihe

company in this wave Chck on the datetme below 1o display the entire notmcation for

entry has information on
\‘:v:f:::; your service prov der to determing if you will recene ascountad bills or if vou n eXt Steps to tq ke q n d

or
will request reimbursement from USAC aner paying your b tull

Rewview the Children’s Internet Protection Act 11:“—,"\) 's\r:-mér:‘-"n;< qppeqling fU nding
= Form &85 once you are ready to h-'-')m e S 0 o A
decisions if needed.

Fie the F
I you are paying the tul
Apphcan ;

I il Invore USAC using the ECC Form 472 Billed Entrty
LIBEAR) Form

TRt o oo The funding status and amount funded for
~ your funding requests will be listed in an
: Excel file.

FCC Form 411
Application Number

161002526

Billed Entity Number
{BEN)

173



FCDL GIVING YOU FITS? TRY E-RATE CENTRAL

E-rate Central is a third-party website that
downloads information about 471s and funding
commitments. Its displays are often much easier
to view and understand than USAC's.

Go to the page for Kentucky E-rate info:
http://e-ratecentral.com/us/stateinformation.asp<estate=KY

Enter your library’s BEN, then select:

Funding Quick Search

® Billed Entity Number

200244

Search

SPIN

Applicant: POWELL COUNTY PUBLIC LIBRARY
Billed Entity: 200246

FY Req. Funded

FRMNs FRMNs

2016 3 0

2015 3 3

2 2

[d

01

Ny

4806
on File

0
&
2
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® FORM 486
Congrats on getting funding...now do this form!
»




WHAT IS THE FORM 4867

The 486 has three purposes:

Accept and release funding commiitted to
your library

Indicate that service has started or the
earliest date it could start

Make certifications regarding compliance
with the Children’s Internet Protection Act
(CIPA)
A 486 must be on file before any E-rate
invoicing can be filed, either by the
service provider or the applicant.



NOTES ON CIPA COMPLIANCE (1/2)

Compliance with the Children’s Internet Protection

Act (CIPA) has 3 parts:

Internet Safety Policy that includes certain requirements
for protecting children who use the internet at the library

Public meeting to discuss the policy.
Technology Protection Measure (filter)



NOTES ON CIPA COMPLIANCE (2/2)

Libraries must comply with CIPA if they receive
funding for internet access or any Category Two
equipment and services.

Exception: compliance is not required if the library

receives support only for telecommunications (voice or
fransport).

Compliance is critical; if you're audited and found
not to be in compliance, you may have to return
multiple years of funding! DO NOT ACCEPT E-RATE
FUNDING IF YOU CAN'T CERTIFY CIPA COMPLIANCE!

KDLA has a webinar on CIPA posted in the E-rate
section of the Archived Webinars page:
http://kdla.ky.gov/librarians/staffdevelopment/Page
s/KDLAArchivedWebinars.aspx



http://kdla.ky.gov/librarians/staffdevelopment/Pages/KDLAArchivedWebinars.aspx
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BEST TIME TO FILE THE 4867

KDLA's Technology Consultant recommends
that you file a Form 486 as soon as possible
after you receive your Funding Commitment
Decision Letter (FCDL)

You must indicate a Service Start Date. The
best practice is to list the earliest possible
service start date (July 1) even if you won't
purchase the product/service or the service
won'’t start until later in the year

EXCEPTION: If you opted for early installation on
Category Two equipment, list the purchase date
(sometime between April 1 and June 30)



DATES & DEADLINES — RECURRING SERVICES

Recurring services = internet, phone, or other
service that happens on a regular schedule

These services must occur between July 1 -
June 30 of the funding year

Deadline for filing the Form 486 for recurring
services:
120 days from start of services OR

120 days from the date on the Funding
Commitment Decision Letter (FCDL)

whichever comes Ilatest.

Not sure about the deadline? Use this tool:
http://www.usac.org/sl/tools/deadlines/form 486.aspx
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DATES & DEADLINES —
NON-RECURRING SERVICES

Non-recurring services = one-fime purchases such as
equipment

These services may occur between April 15 prior to
funding year to September 30t following the end of
funding year)

Deadline for filing the Form 486 for non-recurring
services:
120 days from date of purchase/vendor installation OR
120 days from the start of the funding year (July 1)
whichever comes latest.

Not sure about the deadline? Use this tool:
http://www.usac.org/sl/tools/deadlines/form 486.aspx



http://www.usac.org/sl/tools/deadlines/form_486.aspx
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WHERE DO | FIND THE FORM 4867

=

News Tasks (13) Records i D Lauren Abner - prian
— Already started a form? Go to
My Landing Page Tasks to pick up where you left off.

Funding Request Report | FCC Form 470 | FCC Form 47
Users | Manage Organizations | USAC Website | Contac

| FCC Form 486 | AQ

peal | Manage

USAC e

Welcom®, Fioneer County Public Library System! Eqsiest wqy 1.0 s.l.qri. q Form 486.
Notifications On My Landing Page, click on the FCC Form
Motification Type Please selecta value 486 Iink near ‘l'he Upper righ‘l’.
Funding Year - Selecta Funding Year — v Not Generated
Motification Description Issued Date Generated By Generated On

Alternate way to start a Form 486:

Click on the name of your library where it
appears on My Landing Page. Then click on
= Related Actions, then Create FCC Form 486. [°

Fioneer County Public Library System

My Entities

Loganville Branch Library 208 Loganville KY 40078



FORM 486 — GENERAL INFORMATION

News Tasks (13) Records Reports Actions D Lauren Abner - Appian

Create FCC Form 486
USAC'I'HAIH.\G

Save Changes General Information

[75]

elect FRNs Detailed Info Cerification Preview

Submitting Organization Details

Pioneer County Public Library System BEM: 208
100 Main Street FCC Registration Number: 0123456788

Boanesburg, KY 40069

Enter an application 111-222-3233 Select the Funding Year
niCknOme — you mqy library.system10.useri@mailinator.com from .l.he drop_down.

want it to match the FCC Form 486 Details

Nickname* Funding Year*

niCknqme Of i.he 47‘I . Category 1 funding FY 2016-17 2016 T

Contact Information

Main Contact Person™

Lauren
B Lauren Abner JErsON's Name or email
Ennl-er the Mqin library.system10.useri @mailinator.com
Concht Person for “~ FCC Notice Required By The Paperwork Reduction Act (OMB Control Number: 3060-0853)
Part 54 of the Federal Communications Commission's (FCC) rules autharize the FCCto collect the information requested in this form. Responses to the
i'he form—m US" be an guestions herein are required to obtain the benefits sought by this application. Failure to provide all requested information will delay processing or resultin
the form being returned without action. Information requested by this form will be available for public inspection. The information provided will be used to
EPC s I .I. th determine whether approving this request is in the public interest. We have estimated that each respanse to this callection of information will take 1 hour. Cur
user. seiliecC e estimate includes the time to read the instructions, look through existing records, gather and maintain the required data, and actually complete and review
the form or response. If you have any comments on this estimate, or on howwe can improve the collection and reduce the burden it causes you, please write
rofile i-hqi- o s U in the Federal Communications Commission, AMD-PERM, Paperwork Reduction Project (3060-0853), Washington, DC 20554, We will also accept your
p p p p comments via the Internet if you send them to pra@fcc.gov. Please DO NOT SEND COMPLETED APPLICATIONS TC THIS ADDRESS. Remember - you are
not reguired to respond to a collection of information sponsored by the Federal government, and the government may not conduct or sponsar this collection,
blue when OU i' e unless it displays a currently valid OMB control number or if we fail to provide you with this notice. This collection has been assigned an OMB contral number
y yp of 3060-0853.

the name.

Cancel Caontinue



FORM 486 — SELECT FRNS

Submitting Organization Details

EXAMPLE PUBLIC LIBRARY
100 MAIN STREET

Filters

Application Number

FRN

FRN I Application Number

1699 K KXK KK

1699xxxxxx

Selected FRNs

FRN Nickname

ABC Company

XYZ Company

BEN: 130xxx
FCC Registration Number: 001xxxxxxx

Category of Service

--Select Filter by Application Category of Service--

FRN Status

By default, all of your
funded FRNs should
appear because the
FRN Status filter is set
to Funded. If needed,
you can use other
filters to find particular
FRNSs.

Clear Search Filters Search

Category of Service
Category 1

Category 2

FRN Status

Funded

Funded

v 1 appicatony Click on Add all (#) FRNs to add all of your funded
FRNs to the form. You also have the option to
check the box beside particular FRNs that appear
in the results, then click on Add (#) FRNs. Any FRNs
you add will appear in Selected FRNs below.

You must associate at least one Fu




FORM 486 — DETAILED INFO

In the Detailed Info section, you'll report
the Service Start Date for each of the
funded FRNs you selected.

By default, the form will display the
Service Start Date you indicated on the
Form 471—generally this will be 7/1.

To correct dates, check the box to the
left of the FRN(s) and enter the date.



FORM 486 — EARLY FILING AND CIPA WAIVER

FCC Form 486

Certification Preview
Billed Entity Information
EXAMPLE PUBLIC LIBRARY Billed Entity Number: Tooowx
100 MAIN STREET FCC Registration Number: 001ooo000

Check Early Filing ONLY if
a) the form is submitted before August 1% (this counts as early filing) and
b) you can certify your compliance with CIPA.

Early Filing

HE BOX BELOW IF THE FRNS ON THIS FCC FORM 486 ARE FOR SERVICES STARTING ON OR BEFORE JULY 31 OF THE FUNDING YEAR.

Funding Requests listed in this FCC Form 486 have been approved by USAC as shown in my Funding Commitment Decision Letter (FCDL). | have
iIrmed with the service provider(s) featured in those Funding Requests that these services will start on or before July 31 of the Funding Year.

CIPA Waiver

CHECK THE BOX BELOW IF YOU ARE REQUESTING A WAIVER OF CIPA REQUIREMENTS FOR THE SECOND FUNDING YEAR IN WHICH YOU HAVE
IED FOR DISCOUNTS IF YOU AS THE BILLED ENTITY ARE THE ADMINISTRATIVE AUTHORITY.

m providing notification that, as of the date of the start of discounted services, | am unable to make the certifications required by the Children's Internet
ion Act, as codified at 47 U.5.C. § 254(h) and (I}, because my state or local procurement rules or regulations or competitive bidding requirements prevent

the makin e certification(s) rm 486 will
be brought into comance win |- CIPA Waiver is very rare. Check this only if it is your 2" year

for E-rate Internet Access and/or Internal Connections funding

Cancel Back since FY 2001 and you’re still not in compliance with CIPA. PR




CERTIFICATIONS

All filers should check ALL boxes under the first Certifications section.

Certificatiziis

| vertify that, if required by prograin rules, the entity(ies) receiving discounted services as indicated on this FCC Form 486 are covered by technology plan(s)
that have been aprioved by a state or other authorized body (i.e., a USAC-certified technology plan approver) prior to the commencement of service and that
cover all 12 manths of the fusding year. Provide the name(s) of the organization(s) that approved a technology plan for any eligible entity that is receiving services
covered urder this FCC Form 486 or, if EVERY FRN listed in this FCC Form 486 is for services that do not require a technology plan, enter nothing here.

| rertify that the services listed on this FCC Form 486 have been, are planned to be, or are being provided to all or some of the eligible entities identified in the
FCC Form 471.4pplication(s) cited above. | certify that there are signed confracts covering all of the services listed on this FCC Form 486 except for those services
provided upder tarif or on a month-to-month basis. | certify that | am authorized to submit this receipt of service confirmation on behalf of the above-named Billed
Entity; that | have examined this request; and that, o the best of my knowledge, information, and belief, all statements of fact contained herein are frue.

| inderstand that the discount level used for shared services is conditional, for future years, upon ensuring that the most disadvantaged schools and libraries
that are treated as sharing in the services receive an appropriate share of benefits from those services. | recognize that | may be audited pursuant to this
application and will retain for at least ten years (or whatever retention period is required by the rules in efiect at the time of this certification) after the latter of the
last day of the applicable funding year or the service delivery deadline for the funding request any and all records, including FCC Forms 479 where required, and, if
audited, will make such records available to the Administrator.



CIPA CERTIFICATIONS

C|PA Cemﬁcanons Check 1% option if your library is CIPA complaint.

OT:ertiﬁ.' that as of the date of the start of discounted services: a. the recipient(s) of service represented in the Funding Request Number(s) on this FCC Form
486 has (have) complied with the requirements of the Children's Internet Protection Act, as codified at 47 U.S.C. § 254(h) and (1),
ffy that as of the date of the start of discounted services: Pursuant to the Children's Intemet Protection Act, as codified at 47 U.S.C. § 254(h) and (1), the
recipient(s) vhsgrvice represented in the Funding Request Number(s) on this Form 486: (FOR SCHOOLS and FOR LIBRARIES IN THE FIRST FUNDING YEAR
FOR PURPOSESBRCIPA) is (are) undertaking such actions, including any necessary procurement procedures, to comply with the requirements of CIPA for the
next funding year, but has'thave) not completed all requirements of CIPA for this funding year.
Peertify that as of the date of hegfart of discounted services: The Children's Internet Protection Act does not apply because the recipient(s) of service
represented in the Funding Request Nurfbeg(s) on this FCC Form 486 is (are) receiving discount services only for telecommunications services.

RARE: Check 2™ option if this is your library’s first year since 2001 applying for
Internet Access or Internal Connections and you're working towards compliance.

Cancel Babk A
Check 3™ option if you’re applying for Telecommunications .
Services only and don’t need to comply with CIPA.




PRINT PREVIEW — MORE CERTIFICATIONS!?!

Certifications

Qhe Funding Requests listed in this FCC Form 486 have been approved by USAC as shown in my Funding Commitment Decision Letter (FCDL). | have
firmed with the service provider(s) featured in those Funding Requests that these services will start on or before July 31 of the Funding Year.

| am providing notification that, as of the date of the start of discounted services, | am unable to make the certifications required by the Children’s Internet
Protection Act, as codified at 47 U.S.C. § 254(h) and {I). because my state or local procurement rukes or regulations or competitive bidding requirements prevent
the making of the certification{s) otherwise required. | cerify that the schools or libraries represented in the Funding Request Mumber(s) on this FCC Form 486 will
rought into compliance with the CIPA requirements before the start of the Third Funding Year in which they apply for discounts.

b
chrti'h_.r that, if required by program rules, the entity(ies) receiving discounted services as indicated on this FCC Form 486 are covered by technology plan(s)
I have been approved by a state or other authorized body (Le., a USAC-certified technology plan approver) prior to the commencement of service and that

cover all 12 months of the funding yvear. Provide the name(s) of the organization(s) that approved a technology plan for any eligible entity that is receiving services
red under this FCC Form 486 or, if EVERY FRN listed in this FCC Form 486 is for services that do not require a technology plan, enter nothing here.
ertify that the services listed on this FCC Form 486 have been, are planned to be, or are being provided to all or some of the eligible entities identified in the
Form 471 application(s) cited above. | certify that there are signed contracts covering all of the services listed on this FCC Form 486 except for those services
provided under tariff or on a month-to-month basis. | certify that | am authorized to submit this receipt of service confirmation on behalf of the above-named Billed
tity; that | have examined this request; and that, to the best of my knowledge, information, and belief, all statements of fact contained herein are true
Qunderﬁtand that the discount level used for shared services is conditional, for future years, upon ensuring that the most disadvantaged schools and libraries
are treated as sharing in the services receive an appropriate share of benefits from those services. | recognize that | may be audited pursuant to this
application and will retain for at least ten years (or whatever retention period is required by the rules in effect at the time of this certification) after the latter of the
last day of the applicable funding year or the service delivery deadline for the funding request any and all records, including FCC Forms 479 where required, and, if

jted, will make such records available to the Administrator.
ertify that as of the date of the start of discounted services: a. the recipient(s) of service represented in the Funding Request Number(s) on this FCC Form
has (have) complied with the requirements of the Children’s Internet Protection Act. as codified at 47 U.5.C. § 254(h) and (1.

| certify that as of the date of the start of discounted services: Pursuant to the Children's Internet Protection Act, as codified at 47 U.S.C. § 254(h) and (1), the

recipient(s) of service represe
Check only the certifications indicated. Not all certifications will be

FOR PURFPOSES OF CIPA) iy
next funding vear, but has (ha . . . . .
relevant to libraries/library systems. It’s possible that EPC will

| certify that as of the date

represented in the Funding R4
display only the relevant certifications to you, but this is unclear as

| certity as the Bllled Entity
behalf of eligible members of { .
at47 us.c.§254(hyand (). { of mld-Jlll‘H’ 2016.

| certify as the Billed Entity
| certify that some or all of the eligible consortium members checked FCC Form 479 Item 6d to seek a CIPA Waiver, and upon request from the Administrator |

can provide this information.
| certify that no eligible consortium members checked FCC Form 479 Item 6d to seek a CIPA Waiver




AFTER YOU CERTIFY - DOCUMENT RETENTION

Two things to print for your records:

Certifier Information page - this will display
immediately after you certify.

Final PDF copy of the Form 486 — you can access
this from the FCC Forms section at the bottom of My
Landing Page

FCC Forms

Form Type FCCForm 486 v Status ® All

In Review
Funding Year |2016 v Approved

Denied
Cancelled

Form Number Nickname Funding Year Status Certified Date

Mo items available



NOTIFICATIONS ON LANDING PAGE

My Landing Page

Funding Request Report | FCC Form 470 | FCC Form 471 | FCC Form 486 | Appeal | Manage
Users | Manage Organizations | USAC Website | Contact Us | Help

USAC

Welcome, Pioneer County Public Library Systeml

Notifications
Notification Type JPlease selact a valus v Status @ ® All
] [Please selecta value ' Generated
Funding Year FoOL Not Generated
FCC Form 486 Motification Letter
Motification DESLT IO IBsucy Dale Generated By Generated On

On My Landing Page, use the
Notification Type drop-down to
view Form 486 Notification
Letters and Certifications.




USAC GUIDANCE ON THE FORM 486

As of early July 2016, the only guidance on the Form
486 provided by USAC is the June 10" issue of the
Schools & Libraries News Brief:
hitp://www.usac.org/sl/tools/news-
briefs/preview.aspx?id=700
At some point later in the summer, a walkthrough
video should be added to USAC'’s Online Learning
Library:
hitp://www.usac.org/sl/about/outreach/online-
learning.aspx



http://www.usac.org/sl/tools/news-briefs/preview.aspx?id=700
http://www.usac.org/sl/tools/news-briefs/preview.aspx?id=700
http://www.usac.org/sl/tools/news-briefs/preview.aspx?id=700
http://www.usac.org/sl/tools/news-briefs/preview.aspx?id=700
http://www.usac.org/sl/about/outreach/online-learning.aspx
http://www.usac.org/sl/about/outreach/online-learning.aspx
http://www.usac.org/sl/about/outreach/online-learning.aspx
http://www.usac.org/sl/about/outreach/online-learning.aspx

@ INVOICING OPTIONS
What happens after you file the Form 4867
»




INVOICING — SPI OR BEAR? (1/2)

Service Provider Invoicing (SPI)

Your service provider may apply your E-rate
discount directly to your monthly bill, but they
are not required to offer SPI.

Some vendors ask you to select the invoicing
type after the funding year starts; others will
specify invoicing type on the contract.
AT&T requires their additional “Grid” documents to
be completed for SPI; KDLA’s Technology
Consultant will help if you have problems.
SPl is less paperwork for you and you won't
miss out on your funding.



INVOICING — SPI OR BEAR? (2/2)

Form 472 (BEAR)

BEAR = Billed Entity Applicant Reimbursement

You pay the full bill upfront, then file the BEAR t{o
receive arefund via direct deposit (NEW for 2016)

Can file periodically throughout funding year or do
all forms at once

Deadline: No later than 120 days after the last date
of service (for internet/telephone, the last service
date is generally June 30); you may request 1
extension of 120 days
(hitp://www.usac.org/sl/applicants/step0é/invoice-
extensions.aspx)

More paperwork for you, but more control of the
money flow.



http://www.usac.org/sl/applicants/step06/invoice-extensions.aspx
http://www.usac.org/sl/applicants/step06/invoice-extensions.aspx
http://www.usac.org/sl/applicants/step06/invoice-extensions.aspx
http://www.usac.org/sl/applicants/step06/invoice-extensions.aspx

E-rate Form 498
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What is the Form 4987

o New for 2016 - file within the E-rate
Productivity Center (EPC) portal

o Provides direct deposit information for E-
rate invoicing

o Required only for libraries that use Billed
Entity Applicant Reimbursement (BEAR)
Forms to receive funding after paying the
full bill upfront

/ I\ A




Why is this a good thing?

o Only required once — unless banking
InNformation changes

o Service providers are removed from
the BEAR Form process

o Reimbursement via direct deposit
will happen in about 6 calendar
days — it was about 30 for the old
system

SN AN




How many 498s do | need?

Q: Must | file a Form 498 for each of my branches?

A: No. Your library system has a Billed Entity Number
(BEN) that handles E-rate filing on behalf of all your
branches. If you have one bank account where you
want all E-rate reimbursement to be deposited, then
you need only one form.

Q: Can | submit multiple Forms 498 if | want to use
two or more bank accounts for reimbursement?
A: Yes, you can file a different Form 498 for each

bank account you want to reference on the BEAR
form.




Who Should Complete and
Certify the Form 498?

EPC users with the Form 498 permission level of
“General Financial Contact” can fill out the
form but cannot certify it.

EPC users with the Form 498 permission level of
“School or Library Official” can bofth fill out
and certify the form.

Even if another staff member fills out the Form
498, the library director should be the certifier
since s/he has authority in the library’s
financial matters.

See next section for instructions on updating
permission levels.




Info you need

o Federal Employer Identification Number
(EIN)

o FCC Registration Number - this is part of
your library system'’s profile in the E-rate
Productivity Center and will auto-
populate in the form

o DUNS Number - see next two slides

SN AN

o Banking info - name of bank, transit
(routing) number, and account number




More on DUNS Numbers (1/2)

o Most libraries already have a DUNS number
assigned.

o Find your number by calling (866) 7/05-57110or
researching at the Dun & Bradstreet website:
https://www.dandb.com/dunsnumberlookup/
(search results are emailed immediately) >

o You can also use the DUNS search on E-rate Cenftral
by entering your library’s Billed Entity Number:

l http://e-ratecentral.com/us/stateinformation.aspestate=KY S

D-U-N-S Lookup

BEN:



https://www.dandb.com/dunsnumberlookup/
https://www.dandb.com/dunsnumberlookup/
http://e-ratecentral.com/us/stateInformation.asp?state=KY
http://e-ratecentral.com/us/stateInformation.asp?state=KY
http://e-ratecentral.com/us/stateInformation.asp?state=KY
http://e-ratecentral.com/us/stateInformation.asp?state=KY

More on DUNS Numbers (2/2)

o If you need to create a DUNS number, go to
this page of the Dun & Bradstreet website:
hitps://www.dandb.com/product/companyu
pdate/companyupdatelogingexecution=e2s1

o Information you'll need:
o Library name & address
o Name of organization owner (library director)
o Legal structure (corporation)
o Year the organization started
o Primary type of business (government grantee)
o Total number of employees (full and part-time)



https://www.dandb.com/product/companyupdate/companyupdateLogin?execution=e2s1
https://www.dandb.com/product/companyupdate/companyupdateLogin?execution=e2s1

Updating User Permissions

You may need to update permissions before starting
or certifying a Form 498.




Account Admin Makes Changes

Funding Request Report | FCC Form 470 | FCC Form 48 | Manage Users [JManage
Organizations | USAC Website | Contact Us | Help

My Landing Page

USAC e

Welcome, Fioneer County Public Library Systeml

From the landing page,
click on the Manage
Users link near the
upper right corner.

The EPC Account

Administrator for the
library can change user | ...co.
permissions.

No items available

My Entities
Entity Entity Number City State Zip Code
Pioneer County Public Library System 208 Boonesburg WY 40069

Loganville Branch Library 209 Loganville Ky 40078




Manage User Permissions

leports Actions [I Lauren Abner

Manage Users

Existing Organizations

o Crganization ID City State

Fioneer County Public Library System Boonesburg KY

/ I\ A

- Check the box beside If you need to add

. the library’s name, then a new user, use the
click on the Manage Create a New User
User Permissions button. bution.




498 Permission

Manage User Permissions

Organization Details

Name Pioneer County Public Library System FCC Registration 0123456789
Number
Address 100 Main Street
Boonesburg, KY 40069 Organization Type Applicant
Mailing Address 100 Main Street Phone Number 111-222-3333

Boonesburg, KY 40069

e eeezeny Descriptions of the Form

User Permissions ° °

In the table below; you can designate the permissions that you wish to give to each of your users for the various tasks 498 permISSIo n Ievels
appear here.

table will continue to grow as mare functionality comes online.

« Full rights users can start, complete, submit and cartify farms.

« Partial rights users can start and enter data in the form, but cannot submit and certify them. I
« Form 498 School or Library Officials can start, complete, submit, certify, modify, and deactivate Forms 498.
« Form 498 General Financial Contacts can start, complete, and submit Forms 498, but cannot certify new or updated Forms 498 or deactivate existing ’
Eor
. 470 471 498 FR N Mod
Name Email Apply Al Permission Permission Permission Pe mission On the grid Of User permiSSionS
L Ab qt{njraw.sr,lvséam Full Full School or Lib = | Ful ’
auren Abner 0.useri@m = | Fu = | Fu 3 u h ‘l’h 498 P H H f
ailinatorcom School or Library O change ine ermission 1or
. General Financial Conta
Susie susie libraryla i'h ° 1. ‘l'h Io k
= = + ||No A
Lbranyiagy ~ dy@mailinato ® | Ful S [ Fun 7 [NoAccess € appropriare uvser, the Clic —
.
jay.peterson s b 1.
. Jay Peterson @mailinator.c = | Full = | Full 2\ |SchoolorLib = || Ful on U ml M

om |

|
|




Form 498 Walkthrough




Locating the Form 498 in EPC

My Landing Page

USACoss

Welcome, Pioneer County Public Library System!

Notifications
Motification Type | Please selecta valus

Funding Year 2017

Notification Description

My Entities

Entity

Log into the E-rate
Productivity Center:
http://portal.usac.org

71| Manage Users | Manage

Status @ = All

On the Ianding' page,
click on the name of
your library/system

Pioneer County Public Library System

Loganville Branch Library

Pioneer County Public Library Main Branch

Pioneer County Bookmabile

under My Entities.

Entity Number City

208 Boonesburg
209 Loganville
210 Boonesburg
21 Boonesburg

[Generated On P=
State Zip Code
"
KY 40069
KXY 40078
KXY 40069
Ky 40069



http://portal.usac.org/

Related Actions

Records Actions D Lauren Abner

Records / Applicant Entities

USACIR—;“M; #208 - Pioneer Cou nty Create a Mew User Add or Remove Existing . Manage User Permissions
Public Library System

Organization Details

summary »
(==
Related Actions
B v v 41 T ) - E—
Additional Information
Discount Rate
Contracts
FCC Forms

Name Pianeer County Public Library System Applicant Type Library System
Number 208 Status  Active

FCC Registra 123456789
Number

contact mormation | ClICK ON the Related
Physical Address 100 Main ACﬁons Iink. k]

Boonesby

- e —orarysysem10.user! @mailinatorcom
Mailing Address 100 Main Street

Boonesburg, KY 40059 Website URL

Account Administrator

Name Lauren Abner

General Contact




Create FCC Form 498

Records [ Applicant Entities

USAC.. #208 - Pioneer County Public Library System

Summary ; Create a New User

News This function allows you to create a user for your entity.
Related Actions -
Customer Service Add or Remove Existing Users

Additional Information This process allows user to add and remove users from an crganization !
Discount Rate

Contracts Manage User Permissions

FCC Forms This function allows you manage the permissions for one or more users.

Manage Organization
This functicn allows you te update information about an entity or BEN.

Modify Account Administrator
This process allows you to transfer the Account Administrator function to ancther individual.

Create a Custor

e Click on the Create | .ow
sl FCC Form 498 link.

Manage Orgnlli. A0 ReTamoTTSI,

Process to relate an Organization to another Organization

Create FCC Form 470
This function allows you to create an FCC Form 470 f8f your entity.

Create FCC Form 471
This function allows you to create an FCC Form 4571 for your entity.

Manage Contracts
Create, edit, and remove contracts for your ogffanization

Create FCC Form 498
This function allows you to create an FCC Form 498 for your entity.

NI N NN NN NN NN NN NN N N




Create a FCC Form 498

requires School or Library Official certification.

—e

Please enter an application nickname here ™

Form 498 - 15t page

In the E-rate Program, the FCC Form 438 is used by applicants who select the direct (BEAR) invoicing process. This form establishes your bank account with USAC by cellecting
banking and remittance information for the crganization. All BENs associated with this organization and banking/remittance information should be included on this form. Submissicn

Pioneer County Public Library System - Pioneer County Public Library direct deposit FY 2016-17 -

Basic Information General Financial Organization Remittance Associated B Enter q niCknqme on

Contact Mumbers Information

this page—that is the
only information you
should enter. Leave

Pianeer County Public Library direct deposit FY 2016-17 J
Organization Information
Name

Pioneer County Public Library System
Name Company is Doing Business As (DBA) or Formerly Known As (FKA)

Holding Company Name

ALL other fields blank.
50 Mo Steat Then click on the Save

Boonesburg, KY 40060

FederalElN,orTAxmml qnd Conﬁnue bUﬂ'on.

/ Once "Save and Continue' is elicked, you will be able to leave the ferm without losing any entered infermation from this page. Te return te the in-progress form, locate Qunder the

Tasks' tab.

Delete Form

Save and Continue




Create a FCC Form 498

In the E-rate Program, the FCC Form 498 is used by applicants who select the direct (BEAR) invoicing process. This form

reqguires School or Library Official certification.

Pioneer County Public Library System - Pioneer County Public Library dire
443000028
General Financial Crganization Remittance Associated BE
Cantact Numbers Information

General Financial Contact (1/2)

establishes your bank account with USAC by collecting

banking and remittance information for the organization. All BENs asscciated with this organization and banking/remittance information should be included on this form. Submission

ct deposit FY 2016-17 -

Enter a name for the
General Financial
Contact (must be an
EPC user). When you

Street Address
N Lauren 100 Main Street
Middle Initial Address Line 2
Last City
Abner Boonesburg
Phone Number State
502-564-1728 Ky
Phone Number Extension Zip Code
40089
E-mail Zip Code Extension

library.system10.useri@mailinator.com

Once "Save and Continue’ is clicked, you will be able to leave the form without losing any entered information from this page

Tasks' tab.

Delete Form

start typing, the name
should pop up—click
on it, and the system
will pull the contact
information from the

user’ s EPC proflle

Previous Save and Continue

/ I\ A




Federal EIN and DUNS numbers

Create a FCC Form 498

In the E-rate Program, the FCC Form 498 is used by applicants who select the direct (BEAR) invoicing process. This form establishes your bank account with USAC by collecting
banking and remittance information for the organization. All BEMNs associated with this crganization and bankingfremittance information should be included on this form. Submission
requires School or Library Official certification.

Pioneer County Public Library System - Pioneer County Public Library direct deposit FY 2016-17 -

443000028
- ’
Basic Information General Financia Drgar:zatinn Remittg Enter the Ilbrqry s rary
Contact Mumbers Informg ation

Federal Employer
Further Details Identification Number
f Federal Employer Identification Number™ (EIN) qnd Dun qnd |

Glatalatatatatalal
Dun and Bradstreet Number (DUNS)™ BradStreet Number
[sesessss (DUNS). Don't use -

FCC Registration Number

0123456758 dashes, hyphens, or
spaces. L

Once "Save and Continue’ is clicked, you will be able to leave the form without losing any entered IMormation oM this page. 10 TeTln 1o e N-progress tonm, locate 1 unaer the
Tasks' tab.

Delete Form Previous Save and Continue




Remittance Information

Create a FCC Form 498

Pioneer County Public Library System - Pioneer County Public Library dirg

443000028

ion. All BENs associ

y applicants who select the direct (BEAR) invoicing pr ss. This forr

CiNng proces: o
ted with this organization and banking/remittanc

Enter a Remittance Contact; this
person will receive e-mail notifications

e woeeef When E-rate reimbursement has been

Information

’ Remittance Contact

7 Yes

Contact Information
First Name
Lauren

Last Name
Abner

\ Middle Initial

Is the Remittance Contact the same as the General Financial Contact?

fransferred into the library’s bank

) account. The Remittance Contact

hone Number
02-564-1728

hone Number Extension|

Title
KDLA Technology Consultant
Financial Information

Remittance Financial Institution™
Fioneer County Bank

ACH Financial Institution Transit Number*
999989999

Once 'Save and Continue' is clicked, you will be able to leave the

Delete Form

_—"| does NOT have to be an EPC user. If
the General Financial Contact and
Remittance Contact are the same

| person, check the box and the
_iine] contact information will auto-populate.

Financial Institution Account Number for ACH*

form without losing any entered

Enter the name of
the library’s bank,
the transit (routing)
number, and the
account number.




Additional BENs - Leave Blank!

Create a FCC Form 498

In the E-rate Program, the FCC Form 458 is used by applicants who select the direct (BEAR) invoicing process. This form establishes your bank account with USAC by collecting
banking and remittance information for the organization. All BENs associated with this organization and banking/remittance information should be included on this form. Submissicn
requires School or Library Official certification.

Pioneer County Public Library System - Pioneer County Public Library direct deposit FY 2016-17 -
443000028

Basic Information General Financial Organization Remittance Associated BENs Principal School or Library
Contact Numbers Information Communication Ofiicial Certification

Block 14: Billed Entity Number/FCC Form 498 Association

If you are an entity that has chosen to receive your E-rate Program payments directly (BEAR inwoicing), please enter the Billed
FCC Form 458.

Billed Entity Number Billed Entity Name

208 Pioneer County Public Library Syste
Add Additional BEN Number
|

Add to List

Onee "Save and Continue' is clicked, you will be able to leave the form without losing any entered information from this page. To return to the in-progress form, locate it under the
Tasks' tab.

Delete Form Previous Save and Continue




Service Identification

Create a FCC Form 498

In the E-rate Program, the FCC Form 498 is used by applicants who select the direct (BEAR) invoicing process. This form establishes your bank account with USAC by collecting
banking and remittance information for the organization. All BENs associated with this organization and banking/remittance information should be included on this form. Submission
requires School or Library Official certification.

N
Pioneer County Public Library System - Pioneer County Public Library direct deposit FY 2016-17 - .
443000028

9
Basic Information General Financial 1 BEMs Frincipal School or Library

Contact NO qddii‘ionql Cum_ln:iunication Official Certification
° ° ypes
information

’ Service |dentification needed—C“Ck on
Principal School/Library or other Bills

Communicglr‘tfi% Conﬁn Ue |'0
Certification.

Delete Form PrevioUs Continue to Certification




Continve to Certiification

Create a FCC Form 498

In the E-rate Program, the FCC Form 458 is used by applicants who select the direct (BEAR) invoicing process. This form establishes your bank account with USAC by collecting
banking and remittance information for the organization. All BENs asscciated with this organization and banking/remittance information should be included on this form. Submission

requires Scheocl or Library Official certification.

Pioneer County Public Library System - Pioneer County Public Library
443000028

Service |Identification

Principal School/Library or other Billed Entity Recipient
Communication

Type

Delete Form Once submitted for certification, information in
this FCC Form 498 can only be edited by a
School or Library Official until it is certified. Do
you wish to continue?

After clicking on
Continue to Cerlification,
a warning reminds you
that only users with the
permission level “School
or Library Official” will be
able to edit the form
later. Click on Yes.

Mo Yes

/N




Review Data

Review Data

Please carefully review the data entered on the form for accuracy.
FCC Form 498 #443000028

ve reviewed this form and have determined the information to be accurate.

d entity.

Persons will making false statements an this form can be punished by fine or forfeiturg
), or fine ar imprisonment under Title 18 ofthe United States Code, 18

Click on the hyperlink with
the FCC Form 498 #. A
separate window or tab will
open so you can double-
check what you entered.
Click on the Previous button
to go back and make
changes.

downloaded

If you're satisfied that all

Reject and Delete Form infOI'mCIﬁOﬂ qu eni'el'ed Previous

correctly, check both

boxes. The Certify button
will turn green—click on it.




Download Form 498 from Tasks List

Click here to send a task

USAC

+ Ne
Assigned to Me » [ J Download PDF for FCC Form 498 - Pioneer County Public Library direct deposit FY ]

Sent by Me 201617 - 443000028

Starred o £ moment ago

Status I

o After you certify the form, click |, .
e on the Tasks list. Alinkto a

Within 7 days download page will appear.

Save the PDF you download for
your E-rate records.

SN AN




Your library’s Form 498 ID

FC
USAC Pioneer County Public Library dir

Universal Service Administrative Company

Organization Information Holding Company
Name: Pioneer County Public Library System Name:

Mailing Address: 100 Main Street Boonesburg, Federal EIN:

N KY 40069 Your library’s Form 498 ID is “
Doing Business As: General Financial |isted on the copy of the form
Name: Lauren Abner|
Federal EIN: 555555555 Title: KDLA Technold YOU download from the Tasks
e ane oraastreet Number (DUNS): Phone: 502-564-172| |ist, You’ll need this number
Email: library.system . . ,
FCC Registration Number: 0123456789 Physical Address: 1 to validate your library’s i

K 40069 banking information and to N
list on BEAR forms after July 1.

. | g TR & § SE—" I T —
\/
e |




Validation of Banking
Information




Documentation to Provide

oYou'll need to send at least one of the
following to USAC after certifying your
Form 498:

o First page of a banking statement that
clearly indicates the library name, bank
name, transit (routing) number, and
account number; OR

o Voided check that indicates the library
name, bank name, routing number and
account number.




Method #1(Preferred) — Submit Online

URL: https://efileweb.usac.org/ContributorManagement/V1/BankValidation
|

After certifying the U AC

Form 498, you can
Up|Odd baning UPLOAD DOCUMENTS
documentation.
Starting in late June,
email notices will ——
direct Form 498 filers —
to this page.

To: Processin g Team

Company Name

Phone Number XXX

Email

This field requests the
library’s Form 498 1D T o e e e e crosen | o erpeme
found in the upper right

corner of the certified
form.

| o=

m Y . v B

i



https://efileweb.usac.org/ContributorManagement/V1/BankValidation
https://efileweb.usac.org/ContributorManagement/V1/BankValidation
https://efileweb.usac.org/ContributorManagement/V1/BankValidation

Email Notification

If you have not BN =
U p|OCI d ed yo ur o o B Helping Keep Americans Connected | www.usac.org
documentqﬁon: YOU Banking Information Required for 498 ID
may receive an email
notice from USAC | |

A . W have begun reviewing your FOC Form 408 application for - and
’ dlrectl ng you 1'0 do so need additional information in ofder to issue your 398 10 to be used on your BEAR™ invoice:
several wee ks q'ﬂ'er 1. A clear image of a voided check, or

2. A statement from your financial instiution that includes the bank name and YOur 3CCOount numiber,

filing the Form 498.

Flease sybmit the documantation onfme, In the form, provide this imformation:

+  Confirmation Mo/ Filer 1D f Form 4938 [D: 443
= Company Name:

If you need further assistance, please call us, Monday through Friday from 9:30 am to 4:30 pm ET, at (B88)
G41-8722 and select option 5, then Option 2, or 2mall us any time.

Thank you,
USAC Customer Support

(808) 637-6226; [OGRSRreCRTROORUSAC.Org
wsac,orglsl

*Billed Entity Applicant Refmbursement [BEAR) for the Schools and Libraries {E-rate} Program




Method #2 -Fax Banking
Documents to USAC

Libraries that filed the Form 498
before late June 2016 have
received email notices asking
for banking documents to be
faxed. While Method #1 is
preferred, faxed documentation
will still be accepted.

VERY IMPORTANT - In addition
to the library name and Form
498 ID, make sure all pages of
your fax clearly show the
library’s Billed Entity Number
(BEN).

USAC

Universal Service Administrative Company®
Helping Keep Americans Connected | www.usac.org

Banking Information Required for 498 ID

L}

We have begun reviewing your FCC Form 498 application for Jjjjjih COUNTY PUBLIC LIBRARY, and
need additional information in order to issue your 498 ID to be used on your BEAR™ invoice:

1. A clear image of a voided check, or
2. A statement from your financial institution that includes the bank name and your account
number.

Please fax the requested documentation to (888) 637-6226. On the fax cover sheet, please include:
» Attention: FCC Form 498 Processing Team,
« Reference Number: 443l -nd

s FCCForm 498 Nickname: i N COUNTY PUBLIC LIBRARY.

If you need further assistance, please call us, Monday through Friday from 9:20 am to 4:20 pm ET, at
(888) 641-8722 and select option 3, or email us any time.

Thank you,
USAC Customer Support

(888) 637-6226; finopsprocessing@usac.org
usac.orgysl

*Billed Entity Applicant Reimbursement (BEAR) for the Schools and Libraries (E-rate) Program



Form 498 Rejection Notice

From: ~<—> Sent: Thu 6/23/2016 4:0¢
To: Abner, Lauren (KDLA)

Cc

Subject: Fwd: Rejection for FCC Form 495 for (I COUNTY PUBLIC LIBRARY - 44 3¢l

-------- Forwarded message --——--—-—

From: 498 Bank Verification <498BankVerification@usac.org>

Date: Thu, Jun 23, 2016 at 12:51 PM

Subject: Rejection for FCC Form 498 for _COU'NTY PUBLIC LIBRARY - 4434

| o gi—
Dear Sim.

USAC has reviewed your Form 498 for Sl COUNTY PUBLIC LIBRARY 498ID 443 and are unable to process this request due to the following issue(s):

- The banking information entered on your FCC Form 498 does not match the banking documentation submitted for verification (banking account # does not match). Please submit new
banking documentation or update the banking information on the FCC 498

If you have questions, please call us between 9:30 AM-4:30 PM ET Monday through Friday, at (888) 641-8722 and select option 5. or email us at customersupport(@usac.org.

Thank you,

USAC

The information contained in this electronic communication and any atta ial or
privileged information. If vou are not the intended recipient, or the perso;
communication in error and that any use, dissemination, forwarding, prin

and any attachments.

ication




Form 498 Approval

o Once the banking documentation is
approved, USAC will send a confirmation
email from FINOPS-Processing@usac.ord.
Then you'll be able to list your Form 498 ID
on BEAR forms.

o USAC will maintain your documentation
only as needed to validate your banking
Information or as required by the Federal
Communication Commission’s records
requirements. These documents will
otherwise be destroyed.

SN AN



mailto:FINOPS-Processing@usac.org
mailto:FINOPS-Processing@usac.org
mailto:FINOPS-Processing@usac.org

Modifying a Form 498

Necessary only if your library’s remittance
information changes.




Funding Requests
Alist of all Funding Request Numbers (FRNs)

Records Search
s (8) Records Reports  Actior
N
USACum: OO
& Applicant EWNGE
v e If your library’s remittance
g g Fe information changes,
S Customer Service Cases you'll need to modify the
T welcsemsizcss | Eorm 498. To locate the
= form, click on the Records 7
. tab at the top of the page
= tistor o0 Foms a7 and then Click on FCC
FCC Forms 498 ]/ Forms 498. I
List of FCC Forms 492 i

(s
I

Knowledge Base Center

E-rate help with FAQs, guidance documents, and videos




View List of Your Form(s) 498

Records Reports

' . FCC Forms 498
USACTRA_L‘HNC

Pioneer County Public Library direct deposit FY 2016-17 - #443000028
Search FCC Forms 498 Status: Certified
All \
Status

Certified

In Progress Only YOUl' Iibrqry’s

Deactivated

form should
display. Click on
the link to view
the data.




Deactivate or Modify Form

Records / FCC Forms 498
Pioneer County Public Library direct

deposit FY 2016-17 - #443000028

Application Information

Nickname Piq il Date &/2/201612:32 PM EOT

17

ed By library.system10.useri @mailinator.com
Form Number 44

il Date G/2/2016 1:54 PM ECT

Status Ce

ed By library.system10.user!@mailinator.com

“mree ™l Click on this button to
modify a Form 498.

General Information

Form Nickname Pijoneer County Public Library direct deposit Fy 2016- DBA or FKA Name
17
Holding Company
Organization Name Pioneer County Public Library System Name

Mailinn Addrecee 40N Main Straat Fardaral FIM

a
/




Modifying the Form

Modify an Existing FCC Form 498

In the E-rate Program, the FCC Form 498 is used by applicants who select the direct (BEAR) invoicing process. This form establishes your bank account with USAC by collecting
banking and remittance information for the organization. All BENs asscciated with this erganization and banking/remittance information should be included on this form. Submissicn

reguires School or Library Official certification.

Pioneer County Public Library System - Pioneer County Public Library direct deposit FY 2016-17 -

443000028

—e

Basic Information General Financial Organization Remittance

Cantact Mumbers Informatian

Application Nickname

Please enter an application nickname here™

Associated BENs Principal School or Library

Communication Cfficial Certification
Types

Pioneer County Public Library direct deposit FY 2016-17)

Organization Information

Name
Pioneer County Public Library System

Name Company is Doing Business As (DBA) or Formerly Known As (FKA)

Holding Company Name

Once "Save and Continue® is clicked, you will be able to leave the form without losing any entered information fron|

Tasks' tab.

Cancel

Mailing Address
100 Main Street
Booneshurg, KY 4

Federal EIN, or TA]

Edit each page as
needed. You'll
certify the form
again—just like
when you
completed it the
first time.

Save and Continue




Form 498 Questions?

oLauren Abner, KDLA's Technology
Consvultant:
o lauren.abner@ky.qgov

o (502) 564-1728

| o USAC Customer Operations:
e o 1-888-641-8722 option 5

o NOTE: This number is different than general
customer service from the USAC Client
Services Bureau (888-203-8100).

o File a customer service case in the E-
rate Productivity Center (EPC)

[ T/
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The BEAR, Briefly

BEAR = Billed Entity Applicant Reimbursement
Libraries file BEAR forms after paying the full
invoice upfront
3 big changes starting July 1, 2016é:
Libraries will receive reimbursement via direct
deposit
No more paper BEAR forms can be submitted
Service providers no longer certify BEAR forms



E-rate Cycle

Form 486

Accept Funds +
CIPA certification




BEAR Tips

o BEARs can’t be filed until bills have been paid.

o BEARs can’t be filed without the library’s Form
498 ID- this ID # provides direct deposit
information.

o File BEARs as frequently (annually, quarterly,
etc.) as you like.

o File one form for each service provider.

o You can request 1 filing extension of 120 days:

hitp://www.usac.org/sl/applicants/step0é/inv
oice-extensions.aspx
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Deadlines

o You must complete invoicing no later than 120
days after the last date of service.

o For recurring services such as internet or
phone, the last day of service is generally June
30 and last date to invoice is October 28™.

o FY 2015-16 (services between July 1, 2015 to June
30, 2016) must be invoiced by October 28, 2016.

o FY 2016-17 (services between July 1, 2016 to June
30, 2017) must be invoiced by October 28, 2017.
o For non-recurring, one-time purchases, you

must complete invoicing no later than 120 days
after purchase or vendor installation.




BEARs by the Numbers

o You need the following to file a BEAR:
o ldentifying information:
o Billed Entity Number (BEN)
o Your PIN for online forms (see next 2 slides)

o Library’s Form 498 ID (? digits, starts 443) — will appear on a
drop-down on the form

o Funding request information:
o Form 471 number ,'
o Funding Request Number (FRN)
o Invoice Dates

l o Eligible invoiced amount

»

o This information will appear on your Funding =
Commitment Decision Letter (FCDL) or can be
researched on E-rate Central—enter your BEN on this
page: hitp://e-ratecentral.com/us/statelnformation.asp?state=KY
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PINs (1/2)

o Every library staff member who will prepare or
certify BEAR forms must have their own
Personal Identification Number—PINs are
specific to the person. Logging in with a PIN |
certifies that you are the person associated

| with that PIN. J

P o If you still have a PIN from previous years,
continue using it.

o To change or disable a PIN, use this page:
hitps://slpin.universalservice.org/Pin/PinArea.as B

oX
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PINs (2/2)

o To request a PIN, contact the USAC Client Services
Bureau, M-F, 8:00 a.m. to 8:00 p.m.

o Phone: 1-888-203-8100

o E-rate Productivity Center - from My Landing Page,
click on the ‘Contact Us’ link; submit a completed PIN

l request template from the PIN page of the USAC

’ website: hitp://www.usac.org/sl/tools/forms/pin.aspx

o Info you'll need
o Library name + BEN
o Fullname, job title, and email of BEAR filer
o Street address where PIN will be mailed

o PIN will be mailed within 2 weeks

[ T/


http://www.usac.org/sl/tools/forms/pin.aspx

Online BEAR Login

— Help? -

USAC

Universal Service Administrative Company

Helping Keep Americans Connected

Applicant Login:

BEN: (128825 R
PIN: o

Email: lauren.abner@ky.gov |
LastName:  [Abner ]

Login

Terms and Conditions of PIN Usage

https://www?2.sl.universalservice.org/bear/login.aspx
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Helping Keep Amerieans Connected

BEARHome ©O NewBEARForm © TrackForm © Bulk Download © Terms and Conditions © Logout

Add BEAR Invoice

| Enter a nickname for your reference.

Applicant Form Identifier |yMickname

Block 1: Header Information

MNeed Help?
We 2, Billed Entity Number 3. Service Provider Service Provider Name
PUBLIC _ Identification Number [SPIN) SLD Interim
el BELARY 143666666

Applicant FCC Form 498 ID

T

Once you enter the SPIN, your
4. Contact Name [Cauren Abner = service provider’'s name will pop up.

5. Contact Telephone Phone | [502 BG4 |-|1728 ext
Contact Fax \

Comet.Exgil [lauren,'abne,@,-\,_w Enter your contact information.
Email is the preferred method.

6. Total Reimbursement
Amount

(total from Block 2, Column 14)
% 0.00

Your library’s Form 498 ID(s) will appear on this drop-
down once banking information has been validated.




Block 2: Line ltem Information Per Funding Request Number

7. FCC Form
471 Application
Number

(from Funding
Commitment
Decision
Letter)

1) 16000

The amount billed to the USAC (#14) is
calculated from the amount entered in #12
& the discount % (which will auto-populate).

Meed Help? |
8. Funding | 9. Bill 10. Customer 11. Shipping 12. Total 13. 14. Discount
Request Frequencyl Billed Date date to (Undiscounted) Discount JAmount Billed to
Number Customer or Amount for Service Rate USAC
(FRN) Last Day of (Column 12

Work Performed multiplied by
(from (mm/ddfyyyy) Column 13)
Funding
Commitment|
Decision
Letter)
169900 " 0 X/

e

#9: Choose the

appropriate billing

frequency.
Category Two

purchases are likely

One-Time.

WUTEPUSES, JTT OT aIieT O 34

B. The discount amounts listefik

Il TWICE A

ANNUAL
EVERY T

L monTHLL
T on DeLerY

ONE-TIME
1} omHeR

| QUARTE
SEMI-AN

| WEEKLY
EVERY T

TT O Iy Tt

Y
VO MONTHS

LY
UALLY
MONTH

VO WEEKS

O T TOET ¥ WL

Enter a date in
#10 for recurring
services (phone
or internet), #11
for one-time
services (like

nillllw |

#12: Enter the
eligible amount
you were
charged on the

| invoices you're
i submitting.

equipment). Use
only one of

these for each
FRN.

of those entities for educational
86,

bre alreadv billed bv the Service P

[ Add Line ltem

/

fy
thig

W
"

Add Line
ltem if you
have more
invoices for
the same
service
provider.




Block 3: Billed Entity Certification

Block 3: Billed Entity Certification

Need Help?

agclare under penalty of perjury that the foregoing is true and correct and that | am authorized to submit this Billed Entity
AppXxeant Reimbursement Form on behalf of the eligible schools, libraries, or consortia of those entities represented on this Form,
and I'Yertify to the best of my knowledge. information and belief, as follows:

@ A. Ye discount amounts listed in this Billed Entity Applicant Reimbursement Form represent charges for eligible services
and/or equipment delivered to and used by eligible schools. libraries, or consortia of those entities for educational

e discount amounts listed in this Billed Entity Applicant Reimbursement Form were already billed by the Service Provider
paid for by the Billed Entity Applicant on behalf of eligible schools, libraries, and consortia of those entities.

ppricd is required by the rules in efflect at the time of this certification), after the latter of the last day of the applicable funding
2ar or the service delivery deadline for the funding request any and all records that | rely upon to complete this form.

@ E. Jcertify that, in addition to the foregoing, this Billed Entity Applicant is in compliance with the rules and orders governing the
chools and libraries universal service support program, and | acknowledge that failure to be in compliance and remain in
compliance with those rules and orders may result in the denial of discount funding and/or cancellation of funding
commitments. | acknowledge that failure to comply with the rules and orders governing the schools and libraries universal
service support program could result in civil or criminal prosecution by law enforcement authorities.

Check all of these certifications.




Contact Information

By logging iMayour account using your PIN, checking this box, and clicking the "certify” button at the end of the form, you have
electronically signed the form. You are reminded that an electronic signature is the same as a handwritten signature on the farm.

To see a copy of the Terms and Conditions to which you previously agreed, please click on the "Terms and Conditions” menu
above.

16. Date 7/1/2016

17. Name LAUREN ABNER 19, Phone Number ([502  )[s64 |-[1728 |ext | |
18. Title/Position |Technology Consultant | 19a. Fax Number (| - |ext | |
20. Address 1 [PO Box 537 19b. Email LAUREN.ABNER@KY.GOV
Address 2 [300 Cofiee Tree Rd. 19¢. Name of Authorized = e
) Person's Emplo
City |Frankfort nE e

State KoY
Zip Code Fuﬁuz -

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unless it displays a currently
valid OMB control number,




Records Retention

o Remember to print a copy of any BEARs
you submit and the invoices from your l
service providers.

o The current E-rate retention period is 10
years after the end of the funding year.

o If you're selected for a random audit, you
may have to produce these records—
accuracy and documentation are key!




@ MAKING ADJUSTMENTS
Form 500 and Service Substitution
(0




FORM 500 (1/2)

Reasons to file the Form 500:

Adjusting the Service Start Date on a previously filed Form
486

To adjust the Contract Expiration Date listed on the Form
471

To request an extension of the service delivery and
installation deadline for non-recurring services (RARE —an
option only under special circumstances)

To cancel or reduce the amount of an FRN (irrevocably!)

To notify USAC of an equipment transfer within the three
year prohibition on equipment transfers due to a
temporary or permanent entity closure



FORM 500 (2/2)

This form is necessary if you decide not to purchase
Category Two equipment for which your library received a
funding commitment.

Form 500 releases $ back to the general funding pot for
other E-rate entities to use in the following year.

Your Category Two budget is reduced each time funds
are committed to you; if you don’t spend the funds, you
need the Form 500 to release funding back to your
possible Category Two budget over a 5-year period.

Important for possible audits—USAC won't be happy if
you didn’t let them know the funds weren’t used. You

want to keep USAC happy!

Paper-only form is found online:
http://www.usac.org/sl/tools/forms/default.aspx
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SERVICE SUBSTITUTIONS

Submit a Service Substitution if the
product/service you listed on the Form 471 is no
longer available.
Mostly relevant for Category Two equipment
Product or service must serve the same function

Can’'t receive more funding than the amount
already committed for the original product or
service
Not an actual form; you must submit a letter
containing the relevant information by fax,
email, or mail

Instructions are found on the USAC website:

hitp://www.usac.org/sl/applicants/before-
youre-done/service-substitutions.aspx
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RESOURCES

KDLA
E-rate page:
http://kdla.ky.gov/librarians/proarams/Pages/E-rate.aspx

Archived Webinars:
http://kdla.ky.gov/librarians/staffdevelopment/Pages/KDLA
ArchivedWebinars.aspx

USAC

Schools & Libraries site: http://www.usac.org/sl/

Invoicing page:
hitp://www.usac.org/sl/applicants/step0é/default.aspx

SL News Brief: hitp://www.usac.org/sl/tools/news-
briefs/Default.aspx

E-rate Central
hitp://e-ratecentral.com/
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QUESTIONS?

Lauren Abner, KDLA’s Technology
Consultant:

lauren.abner@ky.gov
(502) 564-1728

USAC Client Services Bureau:
1-888-203-8100

File a customer service case in the E-
rate Productivity Center (EPC)



mailto:lauren.abner@ky.gov

